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Adagio PurchaseOrders 93B: Import Ship to Bill To Addresses: Revised November 16, 

2021: 
 

Adagio PurchaseOrders will allow you to import new or overwrite existing Ship/Bill-to Addresses.  

 

Adagio PurchaseOrders has a sample template, Ship/Bill-to Addresses Default.  There is a sample import file to 

match this template in the sample data:  
IRSBADIM.CSV  import file for the template "Ship/Bill-to Addresses Default" 

 

You can also create your own import file templates, provided your import file or import template contains 

certain required fields.  For more information on setting up your import file and template properly, please see 

the Template Requirements section below. You can also review all available fields that can be included in the 

Table of fields section below. 

 

For information on specific types of data, see the Data Types section. 

 

You may delete the default import/export templates that are not useful to you. However, if you delete all of the 

import/export templates, the list of default templates will be recreated. 

 

File Information tab 
Use this tab to set the File format.  Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most 

commonly used File Formats. 

 

If you choose to use ‘Auto-import on startup’ for this template, you must also ‘Delete import file on success’. 

 

Field Selections and Field Defaults tabs 
Use these tabs to select the fields for your import template.   

 

If the available fields list is long and you are having difficulty locating the field you want to find, type a few 

characters of the field name in the Field name contains field.   

 

Selecting a particular field type in the Restrict field type field can also be used to show only fields of the type 

selected (eg. Text, Amount, Date or Value) in the available fields list.   

 

You may also choose the option to: ‘Sort alphabetically?’. 

 

Minimum Fields Required to Import new Ship To Addresses 
 

Field Name Default Type Length Notes 

Ship-to code String 6 Must be in Import File 

 

Template Requirements Notes 
❖ Import Street 1 – 3 or Address 1 – 3.  You cannot import both. 

❖ To import the address fields, import Address 1-4 or Street 1-3 and City and State/Prov. Address line 4 is 

reserved for City and State/Prov for formatted addresses.  

❖ If you choose to import in Address and the last Address line has the format of ‘City, ST’, it will be 

converted to the Formatted Address layout with City and State/Prov if the Company Profile option 

“Format address?” is enabled. 

❖ City and State must imported as a pair. You cannot import one without the other.  
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❖ Country will default based on the City and State.  

 

Table of Fields 
 

Field Name Default 

Type 

Length Req? Value if not 

Imported 

Notes 

Ship-to code String 6 Y N/A  

Company Name String 48 N Blank  

Ship-to Address 1 - 

3 

Strings 40 N Blank Use if not importing formatted fields for 

City and State/Prov. 

Ship-to Address 4 String 40 N From Addr See Template Requirement Notes 

Ship-to Street 1 – 3 Strings 40 N Blank Use with other formatted address fields: City 

and State/Prov. 

Ship-to City String 30 N From Addr 

See Template Requirement Notes Ship-to State String 20 N 

Ship-to Country String 30 N 

Ship-to Zip Postal String 20 N Blank  

Ship-to Telephone String 20 N  Blank  

Ship-to Fax String 20 N Blank  

Ship-to Contact String 30 N Blank  

Ship-to Comment String 40 N Blank  

Bill-to Address 1 - 3 Strings 40 N Blank Use if not importing formatted fields for 

City and State/Prov. 

Bill-to Address 4 String 40 N From Addr See Template Requirement Notes 

Bill-to Street 1 – 3 Strings 40 N Blank Use with other formatted address fields: City 

and State/Prov. 

Bill-to City String 30 N From Addr 

See Template Requirement Notes Bill-to State String 20 N 

Bill-to Country String 30 N 

Bill-to Zip Postal String 20 N Blank  

Bill-to Telephone String 20 N  Blank  

Bill-to Fax String 20 N Blank  

Bill-to Contact String 30 N Blank  

Bill-to Comment String 40 N Blank  

Bill-to contact email String 160 N  Blank  

PurchaseOrders automatically creates a default template which includes all the fields in italics above. 

 

Data Types and Additional Notes 

 

Strings: 

❖ Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the 

string. 

❖ Extra characters after the defined field length will be ignored. 


